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OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTORY 

RECORDS MANAGEMENT DIVISION 
__I_ci .-.-I- . .~__.~l~~.__-"-I I .~. .__--~ .-.._-__ --- _- - -- -" _ -  r .  ~" . .*-...._.-I..- ~ ~ 

APPLICATION FOR RECORDS RETENTION SCHEDULE 

INSTRUCTIONS See Publication No. 76-RM-! for instructions on completing this form;, Forward signed original to 
Department of Archives and History, Remrds Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334, 
Attention: Scheduling Section. 

F_ FOR AGENCY USE .. 
,pplication Date 

- ~ ~ - __ - 
I. Person to-Conact 

Mrs. Connie Hunt 

=--..i-.___=d___, ~ 

1. Agency Address 
Department of  Educat ion 
O f f i c e  o f  A d m i n i s t r a t i v e  Serv ices 
Regional Educat ion Serv ices D i v i s i o n  
A t l a n t a  GA 30334 

.- ~ ~~~~ ~~~~~ ~. ~ 
~~~ 

~ I&ik&&ie 

. . .... .., - .__, , .  . .- . I_ .-.. .- L.-FOR RECORDS MANAGEMENT USE . . .. . . . . . . . - . . . 
Application Number I el-318 

__ ._ .- ~- ~~ ~ ~~ ~~ ~ ' ' ~~ P r i n c i p a l  .- ~~ Secre tary  ~~ . ~~ 656-2446 ~~ . . - .__ . ~ 

TAction Requested 
a. " 
b. 

Establish Retention Schedule; record will continue to accumulate. 
U Dispose of present accumulation; no further accumulation anticipated. 

-c..~.~.o_Am_eend_AppscationNq,- -.:_ :-=- ,Che_&Qne: Change;. P~Superced_e;~O_.Void-_ . ___ __ -~ . ~ 

5. Records Series Title (followed by title used in office; if different) 

. . ~ _ _  .~ . _ 

What is  the function of the Division and the Office in which this record series is  created? 
I 1. Dates of Series 

Iarliest Latest 

979 j t o  date S t a t e  D i r e c t o r  o f  GESAs' D i s t r i c t  Correspondence F i l e s  
i. Division and Office Function 

_____ . 

The Regonal,  Educat ion Serv ices D i v i s i o n  i s  respons ib le  f o r  p r o v i d i n g  l i a i s o n  se rv i ces  
between' the S t a t e  Department o f  Educat ion ,and t h e  187 l o c a l  school 'systems and 16 CESAs 
(Cooperat ive Educat ion Service. Agencies). 
d e a l i n g  w i t h  S t a t e  Board o f  Educat ion p o l i c i e s  and S t a t e  laws; admin is te rs  s t a t e  school 
standards through o n - s i t e  app ra i sa l  o f  standards a p p l i c a t i o n s ;  a s s i s t s  l o c a l  school systems 
i n  the  development o f  l o c a l  f a c i l i t y  p lans; conducts p u p i l - t e a c h e r  r a t i o  and at tendance 
aud i ts ;  p rov ides  l i a i s o n  se rv i ces  t o  a c c r e d i t i n g  agencies and p r i n c i p a l s '  o rgan iza t ions ;  
compiles school systems da ta  f o r  d i r e c t o r i e s ,  school calendars,  and t h e  S t a t e  l e g i s l a t u r e .  
These serv ices  a re  p rov ided  through the  D i v i s i o n  D i r e c t o r ,  10 Regional D i r e c t o r s  ( l o c a t e d  
i n  o f f i c e s  throughout  t h e  state), and 1 Admin i s t ra to r  assigned t o  work w i t h  t h e  p r i n c i p a l s '  

I t  prov ides  mon i to r i ng  i n  a d m i n i s t r a t i v e  areas 

organ iza t ions .  

__-__I ~ .~~ .~~~~..-_._._~~-.---~I_---.I_ ___-__.~~~ .. ~- - ___ . .- 

I. Record Series Descriotion This file contains the followina documents (include form numbers and titles. if anvl: 
I~ ,. 

Attach samples of the file. 
" 

Documentsrelatinato: a d m i n i s t e r i n g  t h e  f u n c t i o n s  o f  t h e  S t a t e  D i r e c t o r  o f  CESA, as p rov ided 
I n  Georgia Law 32-628a i h r o u g h  32-636a, p r i m a r i l y  p repar ing  t h e  CESA budget(s)  
and l n t e r p r e t i n g  Georgia Board o f  Educat ion p o l i c y  for  CESAs. 

Included are: 

CESA. 
memoranda, each consecu t i ve l y  numbered and p r i n t e d  on green paper, t o  each 

Fileisarranged: c h r o n o l o g i c a l l y  by ca lkndar  year; t h e r e  under numer i ca l l y  consecut lve.  

. .  ~ . . ~  
I. Monthlv Reference Rate 

~ -~ 
How often are records referred to which are: 

l o  -; Thirteen to twenty-four months old _-- -; !he  to six months old 2 -; Seven to twelve months old - 20 .. - twen.tyfive ~~~~ months - -~~ ~ ~ . . and . . older A-.. _x? . I .. . ~ 
~~~ 

1. Annu'a1,Rate of Accumulation of Records r. 



- -~~ --,- . ~ _ Z  .-.- --.-=.= __ _c--_-~~~--__- ~-. -~ ~ - . . ~ ~. 
(Place aL? i3 . .X . .Lhm-rm!Emnl -  - ~- ~~. _ _ ~  ~. 

a. Is this the official copy of the series? ... . . .  
~~ ~ _ _ _ . _ _ _ _  I --! __ _ :--. ,.~ ~ 

b. Does the series contain confidential information requiring security handling? If yesfsite law or regulation, 

~ ~ ~~ 

e. When one or two documents in the fi le make it necessary to keep the entire file for a long period, could these 
_ _ _  . -~ ~. . ~ . . , 

. 
__ ~~~ . - ..__I 

h. Is there a duplication of this series in your office, or in another office or agency? 
. 

. If <es .vhmL_ hch.CESA_d.i s t r i z t  ef~fke_.e_.~ ~. .- . --~..~L __ . - ,  , .... 5 :  ... ! ~, 

_i-R~m recordi~.ieuesultina cnmwter printout? ~ . .. -~ 
1. Retention Requirements The following requires the series to be kept: ., 

a. State Law years. d. Audit period ___~___years. 
b. Statute of limitation _I... ~ ._years. e. Administrative need I_. . . ~3  ~- .years. 
c. Federal law -._years. f. Federal retention instructions '---- _.___years. 

Attach copy or excert of laws or regulations. Explain administrative need. 
.. . . . .. .. 

-'. 

, "  . 
__.I.- - . . ~ - . . ~ ~ . _ ~ ~ . I _ _ . _  .. ~. - ~__.__ .. ~ . -. 

2. Approved Dirpori$on lnstruaions This agency recommends that the file series be cut off a t  the end of each: 
41 Calendar Year; 0 Fiscal Year; 0 Other ~~ ~ ~~ . .~ ~~~ - . ~ __  then, 

. .  

R Hold in the current files area L -monthis) 
0 Transfer to local holding area; hold -.-~.-.year(s); then 
0 Transfer to State Records Center; hold 
C4 Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

:. year(s); then 

year(s); then 

, 

. .  

f ._ * 
;"These instructions apply to a l l  prior and future accumulations of the series. 

I 

iraph 12 are approved. 
If disapproved, anad, lener 

.. ,rney GeneraVDasignee 
~ -- 

~~ m - 7 1 ;  d e v . 7 6  .- 
. .  

. ~~ 
~ 


